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Introduction

Purpose of the Course

In this course, you will receive instruction on how to effectively teach ORPS users to
work with the ORPS Graphical User Interface (GUI). To provide you with tools for your
teaching efforts, you will learn how to access and download e ectronic copies of both the
ORPS GUI Training Manual and the ORPS GUI Lesson Plans. For your actual teaching,
you will receive information about various teaching and learning principles, such as how
an effective instructor can enhance the learning process by recognizing the characteristics
of adult learners, grasping and applying the steps of the teaching and learning process,
identifying the appropriate teaching method for a given situation, communicating
effectively, and identifying learning styles to understand the different ways in which adults
learn.

Objectives

Upon completion of this class, you will be able to perform the following activities:
»  Access and download the ORPS GUI student workbooks and Iesson plans
> Identify and discuss effective teaching and learning principles

> Discuss the learning process, including how adults learn and elements that affect
learning

> Identify how to improve communication skills
> Outline the qualities of an effective instructor
> Discuss the six main steps of the teaching process

Overview

Teaching istypically defined in terms of those things a teacher does—Iecturing,
controlling group discussion, relating facts and so on. The focus is often on the instructor.
Teaching is, however, more accurately defined in terms of its purpose rather than in terms
of its actions and techniques. For the purposes of this course, teaching is defined as the
active process of helping students learn. The focusis on the student rather than the
teacher.
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As teachers, we know that just having the requisite knowledge of a subject is not aways
sufficient to teach that subject. For studentsto really learn they must understand both
what you present and zow to apply it to their jobs. Asthe instructor, you have alimited
amount of time to bring them to this understanding. In order to effectively use limited
teaching time, you will want to apply the time-tested leadership and teaching methods
outlined in thistraining guide.
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Accessing and Downloading ORPS GUI Teaching Tools

ORPS GUI ingtructional materials can be accessed from the DEPARTMENT OF ENERGY
OCCURRENCE REPORTING PROGRAM home page (See Figure 1). Both the ORPS GUI
Training Manual and ORPS GUI Lesson Plans for this workshop are availablein
WordPerfect version 6.1 for Windows format and in PDF format. For your convenience,
the WordPerfect documents can be downloaded, saved, and edited to include site specific
information or examples.

Y ou should be aware that the appearance of the WordPerfect documents
will vary from person to person, depending upon your printer driver. This
isimportant because there could be differences in fonts, pagination, table of
contents generation, etc. If you are planning to use the workbooks without
adding site-specific information or examples, you can merely download the
PDF format of the workbooks to avoid any printer driver differences.

WARNING
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Department of Energy
Occurrence Reporting Program

The Department of Energy's Ocourrence Eeporting Program provides timely notification to the
DOE complex of events that could adwersely affect: public or DOE wortlkeer health and safety,
the envirenment, naticnal security, DOE's safeguards and security interests, functiomng of DOE
tacihties, or the Department's reputation. DOE analyzes aggregate ocourrence mfcrmation for
generic unplications and operational mmprovements. The Program and its data system, the
Oroourrence Eepotting and Processing System (OEPS) are described in DOE Order 232 14
and its associated Manual, DOE Manual 232.1-14 . See also the DOE Foot Cause Analysis
Tdance Docwmnent, DOE-MNE-STD-1004-92 (757E PDF fle) and other DOE Techmcal
Standards.

_» ORPS Data Base Access

Requires prior registration. Contact
Eugenia Boyle at
eugenia.boyle@eh. doe. gov for further
infarmatian.

_» Interpretations Associated with
DOE M 232.1-1A Eequirements
Guidance and examples to illustrate
the intent of the Manual
requirements.
- DOE Approved Interpretations
- OR SIG Proposed Interpretations

_» ORPS Bulletins/Publications

Timely information and back issues

o+ Uccwrrence Reporting Cluality
Keeping the data clean; Helping write

_+ Occwrrence Reporting Special

Interest Group (OR S1IG)
Supports improvernent of DOE event
reporting and use of occurrence report
data.

_+ Systems and Data for ES&H
Analysis

Links to other DOE data, products,
and systems

_~ ORPS Re-engineering Page
Mews and plans. Currently under
development.

_» site Implementation Procedures

Links to site-specific reporting
procedures. Currently under

development.

better reports

> ORPS Training Material
Dccurrence reporting training
material including the ORPS GUI

YWorkbooks and Lesson Plans.

_+ Upcoming Occurrence Heporting
Workshops/Meetings
Information on occurrence reparting
workshops/meetings, including
DORPS Users' Waoarkshops, OR SIG
Meetings, and TRADE.

Figure 1 - The DEPARTMENT OF ENERGY OCCURRENCE REPORTING PROGRAM home page.
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To access these teaching tools, do the following. From the DEPARTMENT OF ENERGY
OCCURRENCE REPORTING PROGRAM home page at URL
http://tis.eh.doe.gov/web/oeaf/orps/orps.html, select the ORPS Training Material
hyperlink. Thiswill take you to the ORPS TRAINING MATERIAL page (see Figure 2).

SAFZTY IWANAG ST o .
THHOUGH ANALYSIS ORPS Training Material

The Ocourrence Eeporting Program has avalable various training manuals and lesson plans to
assist ocourrence reporting personnel i categorizing occurrences, perfonming root cause
analysis, and writing occurrence reports. In addition, training manmals and lesson plans have
been developed to train the OEPS user community in using the new OFEPS Graphical User
Interface (ST

_» ORPS GUI Training Manual and

Lesson Plans
A zet of workbook modules and the
associated lesson plans for providing
on-site training in the use of the ORPS
GUI These files are availabla in both
POF and WordPerfect 5.1,

Figure 2 - The ORPS TRAINING MATERIAL page.

Link to ORPS GUI TRAINING MANUAL AND LESSON PLANS. Thiswill take
you to the ORPS GUI TRAINING MANUAL AND LESSON PLANS page (see Figure 3).
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ORPS GUI Training Manual
and Lesson Plans

Eelow are the complete OFEPZ GUL Trammng MWManual and indiwmdual "Workboolos for self study
of tramung aids, as well as the respective Lesson Plans for classroom mnstractors. The files are
availlable 1 "WordPerfect 6.1 or Adobe PTOF. For the "WeordPerfect version only, vou mayv
need to re-generate the Index and page mumbers due to vanations in printers. See the readine
file for impottant instnictions for using the "WordPerfect versions. The complete tmanual and
lesson plans are self-extracting Zip files including all of the components, which are also

provided individually.

ORPS GUI Workhooks
PDF (3700kb) WP (2500kb)

Download the complete Mlanual (which includes all
of the Workhook files below) as a self-extracting mip
file. Download either executable file and folloar the
prompts to extract the files. To dowtdoad the
wotkbhook files individually use the hyrpetlinks
helowr.

Preface

PDF (220kh) WP 104Kk
ORPS Overview

PDF (732kk) WP (2309kh)
Overview of the ORPS GUI

PDF (1217kk) WP 1149k
Help Features and Authority Options

PDF (1300kk WP 1100k
Basic Search Technigques

PDF (1068kk WP 1158k
Basic Repori Techniques

PDF (1829%kh) WP (1728kh
Advanced Search and Reports Technigues
PDF520kE) WP (727kk)
Amnalytical Tools for ORPS Data

PDF (680kh) WP (1393kn

Configuring and Working with a Browser

PDF (1223kh WE(1170kb)
Train-the-Trainer
PDF (500kk) WEPE30k

Index Concordance File (15khk)
wpe
Thisg file contaitis the index for regenerating the

VWotkbook files to accommodate wour printer.

ORFPS GUI Workhooks

ORPS GTUI Lesson Plans
PDF (&534kb) WP (25kb)

Download all of the Lesson Plan files azs a
selflextracting mip file. Download either
executable file and follow the prompts to extract
the files. To download the files individually use

the hyrperlinks heloar

ORFPS Overview

PDF (124kh) WP (30kh
Overview of the ORPS GUI

PDF (102kk) WP (22kkn
Help Features and Auwthority Options
PDF (1533kh) WP (31K
Basic Search Techniques

PDF (122kh) WP (34khn
Basic Reporit Techniques

PDF (117kh) WP (31khn

Advanced Search and Reports Technigues
PDF (141 k) WP (34kin

Amnalytical Tools for ORPS Data
PDF (115kk) WP (28K

Configuring and Working with a Browser
PDF (128kk) WP (520

ORFPS GUI Lesson Plans

Figure 3 - The ORPS GUI TRAINING MANUAL AND LESSON PLANS page.
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When you link to the ORPS GUI MANUAL AND LESSON PLANS page, the complete ORPS GUI
Training Manual, the complete set of Lesson Plans, dong with the individual sections of
the Training Manual, and the individua lesson plans will be listed (see Figure 3). You can
link to and download the complete Training Manual and Lesson Plans in self-extracting
Zip fileswith al of their components or link to and download the individual ORPS GUI
Workbooks and Lesson Plan files.

Y ou can download the self-extracting Zip files or individual modules using either the PDF
link for PDF format or the WP link for WordPerfect 6.1 format. To use the self-
extracting Zip files, download the executable file and follow the prompts to extract the
files. The PDF files can be read using the Adobe Acrobat Reader (Version 2.1 or better),
which is available at no cost at http://www.adobe.com. To format the WordPerfect 6.1
files for your system you will also need to download a concordance file (used in
generating the index) and areadme file with directions for correcting the page number
references (i.e., table of contents, index).

NOTE If you are using Netscape as your browser and you choose to link to a
@ WordPerfect or PDF file, a couple of things may happen, depending upon
how Netscape is configured.

1. If Netscape is configured to automatically start WordPerfect or Adobe
Acrobat Reader when a .wpd or .pdf file is encountered, clicking on
the specified course name will cause WordPerfect or Adobe Acrobat
Reader to automatically launch. The file for the course you selected
(either the Workbook or the Lesson Plan) will be downloaded and

displayed.

2. If Netscape is not configured to automatically start WordPerfect or
Adobe Acrobat Reader when a .wpd or .pdf is encountered, you will
see the UNKNOWN FILE TYPE dialog box (see Figure 4).

Unknown File Type B |

@ rou have started to download a file af twpe
applicationAwordperfects.

Click, "More Info'' to learn how to extend Mavigator's
capabilities.

Pick &pp... | Save File... | Cancel

Figure 4 - UNKNOWN FILE TYPE dialog box.

Click the save FILE command button. Y ou will then see a SAVE As
dialog box (see Figure 5).
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Save As___ EE3
Save |E| Tmp j ﬁl et =

I%.ﬁ.ﬂsetup.exe
BTl amid3230.zip

File name: Idmd_pmp.wa Save |
Save as ype: Iﬂll Filez [*.%] j Cancel |

Figure 5 - The save As dialog box.

Change to the desired directory (use the SAVE IN selection box to do
this) and type afile name in the FILE NAME edit box (or leave it at the
default). Also, check the sAvE As TYPE selection box. All Files (*.%)
should be sdlected. Findly, click the save command button.

Y our WordPerfect or Adobe Acrobat Reader document will be saved

in the specified directory with the specified file name. Y ou may then
start WordPerfect or Adobe Acrobat Reader and open thefile.
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Effective Teaching/Learning Principles

Effective teaching and learning is based on a set of principles as follows:

>

Humanistic - Training is student-centered rather than instructor-centered. A student-
centered process brings the instructor and student together in a collaborative manner,
with the instructor joining the student in learning that which is appropriate for the
student. The instructor acts as a guide and facilitator, working with the student to
create alearning environment that is sensitive to the student’ s unique and individual
needs and ensuring positive outcomes for the student.

Outcome-Based - Efforts are directed toward accomplishing defined outcomes.
Outcome-based education is both a philosophy and a method for designing the
instructional process. Its key philosophical tenants are 1) all students can learn and
succeed, 2) success breeds success, and 3) instructors contribute to the degree of
success. As amethod for designing lessons, the outcome-based principle requires
starting with the student’ s desired outcome and building back through the
instructional objectives that will enable you to achieve that outcome.

Experientially-Based - This principle recognizes that experience is essentia in
developing skills. Structured exercises are the experiences that facilitate the desired
learning. These experiences help create new levels of awareness and clarity of
understanding.

Partnership-Driven - The instructor and student work together to build a learning
partnership. Theinstructor seeks to create a partnership with the student by reading
and assessing the student’ s behavior and then applying the appropriate educational
principles enabling the student to succeed. Thisinvolves a process of ongoing
feedback, checking for understanding, and adjusting to meet the student’ s needs.

Guided by a Teaching Model - The teaching model focuses on two key areas of
teaching and learning: instructor behavior and student behavior. The goal isto ensure
that the teaching process results in actual learning (i.e., changed behavior) rather than
aone-sided “teaching exercise” (see Figure 6).
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Student

Outcomes

Instructor Student
Behavior Behavior

The Teaching Model

Figure 6 - The Teaching Mode.
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The Learning Process

Learning is the process through which individual s acquire new knowledge (gain new ideas
or facts) and skills (gain new physical or mental abilities) and change attitudes (gain new
interests, likes, didlikes, values, or ideas) as aresult of study or experience. Learningisa
complex job. You cannot smply tell a person—even an experienced one—a new way to
do something and expect that learning has taken place. The student must be motivated,
must understand what is said, must have the ability to apply what is learned, and must
recognize the payoff of doing something in a new way.

How Adults Learn

Most expertsin industry, government and education agree on six basic observations about
the adult learning process.

1.

Learning requires motivation. Adults|earn best what they want to learn. To be
positively motivated, students should be aware of the purpose of what they are
learning and understand the significance of the experience and how it applies to their
jobs. The basic principle of motivation isthat people are motivated to fulfill their
needs. 1f you understand what your students needs are and you are able to help them
fulfill those needs, you possess the key to their motivation.

Learning requires repetition. Repeating something a number of times solidifies the
concept, idea, or skill. Even though students may intellectually understand how to do
something, without practice and repetition they will most likely be unable to apply the
new knowledge on the job. Asan example, let’s say you decide you want to be a
professional golfer, so you read abook about golf. 1ssimply reading the book
sufficient? No! You must practice and apply the information imparted in the book
before you will master the requisite skills. The more often a skill is repeated, through
the use of hands-on experience, the more quickly that skill becomes a habit.

Learning occurs through association. Adultslearn most easily when new material
builds on some information, experience, or skill that is already known.

Learning occurs through use of the senses. The more sensesinvolved in the
learning process, the more readily learning takes places. The five senses are seeing,
hearing, tasting, touching, and smelling.

Individuals vary in how they learn information or skills. Anindividud’slearning
style may change depending upon the setting, the instructor, and the subject.
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6. Learning styles are visual, auditory, and kinesthetic. The instructor must always
focus on the style that will most enhance the learning experience for the student. If in
doubt, aways present the information more than one way.

»  Visud -
»  Auditory -
> Kinesthetic -

Visud learnerslearn by seeing. They think in pictures and have
vivid imaginations. They have greater recall of concepts that are
presented visually.

Auditory learners learn best by hearing oral instructions and
information. Auditory learnerstalk about what to do when they
learn. They enjoy listening, but cannot wait to have a chance to
talk themselves. These students respond well to lecture and
discussion.

Kinesthetic learners learn best by touching and doing (*“hands-on”
experience). The tactile experience is the easiest way for the
student to learn. Kinesthetic learners are the ones who try things
out, touch, feel, and manipulate. Kinesthetic learners express
their feelings physically. They gesture when speaking, are poor
listeners, and lose interest in long speeches. These students learn
best by doing. They need direct involvement in what they are
learning. More than 30% of students may have a kinesthetic
preference for learning.

See Appendix A for information on how to determine your preferred learning style.
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In addition to these six observations, adult learners usually possess other characteristics,
which a good instructor is aware of and takes advantage of .

Adults arerealistic.

Adults want to know in advance what is expected.

Adults want to know how they are doing through prompt and accurate feedback.

Adults respond well to recognition and respect.

Adults like to feel successful.

Adults want to use what they learn right away.

Adults respond to first impressions.

(This means that your first training session and the first activity of each training

session are the most important in establishing a positive impression in the minds of the

students. Create arelaxed and positive learning environment early on.)

»  Adults remember and learn best from a vivid or dramatic learning experience.
(This means that training sessions should be exciting, realistic, visua, graphic,
humorous, and, most of al, fun. Animportant aspect of teaching peersisto be
entertaining.)

» Adults have awide range of experience and want to shareit. This range of experience
becomes a resource for learning.

»  Adults respond to internal motivation for learning. The most potent motivators for

adults are intrinsic—the need for self-esteem, self-fulfillment, creative expression,

wider responsibilities, etc.

Adults are concerned with the use of time.

Adults may berigid in their thinking.

Adults may not easily accept criticism.

Adults participate in learning activities with mixed motives.

Adults are willing to challenge the instructor.

Adults want to know w#iy something should be learned and how it will benefit them

personally. They want to understand the worth of the subject or skill.

v v \4 \4 \4 \4 \4

v v v v v v

Elements That Affect Learning

» The Environment. Learning is affected both by the physical environment of the
instructional setting and the relationship established between the instructor and
students. A supportive environment must recognize the value of what the student
brings to the class as well as the value of what the student is learning. Training should
always take place in an environment free from interference. Attention span and
listening ability vary from person to person; however, some environmental factors
affect everyone in both positive and negative ways. These include time of day, size of
training group, setting (e.g., lighting, acoustics, temperature, weather, and clutter),
and any interruptions or distractions such as noise or the movement of people or
objects.
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» The Student. To create the optimal learning situation, the trainer must realize that
each student varies in individual characteristics and life experience. The clever trainer
uses these differences to create a supportive environment and to enhance the learning
process.

» The Instructor. The instructor has aresponsibility to do everything possible to
enhance learning. In general, an instructor must posses a positive attitude, good
personal skills, expert knowledge of the subject matter, and effective presentation/
teaching methods. In addition, an instructor should take the time to get to know each
student individually and find out what his or her motivation and goals are relative to
the training. Instructors must keep these individual motivations and goals in mind
throughout the course.

Enhancing the Learning Process

» Create a Supportive Atmosphere. Students may be inhibited about learning if they
are concerned about their lack of knowledge or skills. When a supportive and
positive atmosphere exists, students become more creative and confident, and they
accept feedback more easily from other students and instructors.

To some extent, almost everyone is fearful of change, and, consequently, al learning
situations create a certain element of anxiety. People will often attempt to get rid of
anxiety by holding onto familiar ways of thinking and acting. It isthe instructor’s
responsibility to guide the learning process in away that will aleviate the students
anxiety.

» Assure Students That Mistakes Are OK! Making mistakesis an important part of
learning. Most learning is essentialy trial and error, and few people perform new
skills right the first time. Instructors must create an atmosphere where students are
not fearful of, or overly embarrassed by, making mistakes. The instructor’s attitude in
responding to mistakes isimportant. Tolerance, flexibility, warmth, and support are
essential to the learning process.
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Effective Communication

Communication is the process of transferring an idea from one person to another.
Effective communication occurs when the student interprets the instructor’ s message
precisaly as intended.

The Three Dimensions of Communication

Sender, Receiver, and Message. Communication consists of sending and receiving
messages. Although many instructors are skilled in sending a message, most everyone
can benefit from learning to listen more effectively. Listening skills are crucia in
order to truly hear and understand what is being said.

Verbal and Nonverbal Messages. Nonverbal messages are as important as verbal
messages (if not more so!). Facia expression, tone, gestures, and posture all
dramatically affect the verbal message you are sending. Experts agree that 70% of
communication is nonverbal.

Content and Emotion. All communication is composed of two parts: content and
emotion. Content refers to the substance of the message and is usually expressed
verbally, while emotion refers to how you feel about the message and is usually
expressed nonverbally.

Reasons for Ineffective Communication

The reasons for ineffective communication between the instructor and the student include
the following:

>

>

The content of what you want to communicate may be wrong for the situation.

The message is misinterpreted because you lack the verbal or nonverba skillsto
express yoursalf clearly.

The student does not receive the message because he or she is not paying attention.
The student misinterprets the content of the message or fails to understand it because
he or she lacks the necessary listening or nonverbal skills.

The student understands the content but misinterprets the intent of the message.

The messages sent are inconsistent over time, leaving the student confused about what
IS meant.

I neffective communication is not always the fault of the instructor; the problem may lie
with the student or with both the instructor and the student. Effective communication
skills can go along way in helping you avoid this Situation.
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Improving Communication Skills
The six basic steps to improve communication skills are as follows:

1. Develop Credibility When You Communicate. Your credibility as an instructor is
measured by your students' perceptions about the trustworthiness and accuracy of
what you say. You can build credibility by doing the following:

»  Beknowledgeable and skilled in the subject you are teaching.

»  Berdiable, fair, and consistent in dealing with your students.

»  Freely express warmth, friendliness, acceptance, and empathy.

»  Bedynamic, spontaneous, open, and positive.

2. Communicate With a Positive Approach. A positive approach emphasizes praise
and rewards to strengthen desirable behaviors, whereas the negative approach uses
punishment and criticism to eliminate undesirable behaviors. Y ou cannot and should
not, however, overlook mistakes if a student isto learn a skill correctly. One way of
dealing with mistakes in a positive way is to sandwich the criticism between positive
reinforcement of what the student is doing correctly. Receiving praise not only
softens the blow of the criticism, but also reinforces desirable behaviors or skills.

3. Send Messages High in Information. It isnot enough to point out to a student that
they have done something wrong; they need specific information on how to do it
right. Itiscrucial to provide necessary and sufficient information when it is clear that
a student does not know what is correct or incorrect.

4. Communicate With Consistency. When students receive mixed messages, they
become confused. Make sure you know your subject matter well enough that you can
explain it succinctly, correctly, and clearly.

5. Improve Your Listening Skills. The most important thing you can do to improve
your listening skillsisto recognize the need to listen! Other steps are listed below:

»  Concentrate on listening. Give your undivided attention to what is being said.

»  When listening, search for the overall meaning of the message rather than
focusing on the individua details.

Avoid interrupting the student.

Respect the students' rights to share their views with you.

Repress the tendency to respond emotionally to what is said.

Ask gquestions when you do not understand.

Use active listening techniques when clarity is essential. Active listening involves
interacting with the speaker by demonstrating that you understand what is being
said.

\4 \4 \4 \4 \4
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6. Improve Your Nonverbal Communication. Nonverba communication fallsinto
five categories:

»  Body motion, which includes movement of the hands, head, feet, and entire
body. A tilted head, clenched fists, wrinkled forehead, or shift of the eyes can
communicate a great deal.

»  Physical characteristics, which include physique, attractiveness, height, weight,
body odor, etc.

»  Touching behavior, which includes pats on the back, shaking hands, etc.

»  Voice characteristics, which include voice quality, pitch, rhythm, inflections,
etc. It isoften not what we say, but how we say it that conveys the real message.

»  Body position, which refers to the personal space between you and others and
the position of your body in relation to theirs.

Nonverbal communication skills are acquired through daily living. To improve your
nonverbal communication skills, become more aware of the messages you send and
receive. Be sengitive and receptive to the feedback you receive when you
communicate.
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Qualities and Responsibilities of the Effective Instructor

Good trainers possess various qualities and skills that make them memorable. A few of
the fundamental qualities and skills are outlined below:

Important Instructor Qualities

» Leadership. A trainer is by definition aleader and, consequently, arole model for
students. Demonstrating a professional attitude about your teaching responsibilities
will go far to enhance your leadership role.

» Positive, Caring Attitude. Good instructors demonstrate a positive attitude when
dealing with both the successes and mistakes of students. The tools of a caring
attitude are empathy, understanding, and being easy to approach. A positive attitude
isessentia if you are to help your students learn and succeed.

» Confidence, Enthusiasm, and Patience. Demonstrating confidence in yourself
inspires your students to have confidence in you. If students trust your abilities and
judgement, they will be more likely to attempt something that makes them fearful or
anxious. When you are openly enthusiastic and imaginative about your subject
matter, your students will often follow suit and will remain interested and eager to
learn. Patienceisessential! Some students are low to grasp concepts and skills and
may make the same mistakes over and over again. How you respond to your
students' difficultiesin learning will make the difference between a positive experience
and a negative experience.

» Knowledge of the Subject. Although you don’t have to know everything about
what you are teaching, it isimportant for your credibility, your own confidence, and
the confidence of your students that you have thorough knowledge of the skills and
information you are teaching. You must have a solid foundation in the subject matter
in order to guide others, answer questions, or know where to find the answers to
guestions you do not know.

» Good Communication Skills. A critical component of effective teaching is effective
communication. Understanding that all communication is two-way and knowing the
importance of nonverbal messages will help you be more effective. (See the section
titled Improving Communication Skills on Page 16.)
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Ability to Demonstrate. A good demonstration gives students a solid menta picture
of what they must remember and be able to perform. It isimportant to remember that
most learning of skills occurs through imitation. Whenever possible,
demonstrate—very thoroughly and slowly—to give the student a clear picture of the
skill to be mastered.

Ability to Help Students Change Their Performance. The ability to analyze a skill
and offer suggestions for improvement often spells the difference between a superior
and amediocre instructor. In order to accurately analyze a skill, you must have a
thorough knowledge of the skill, plus a photographic eye (the ability to remember
your students’ performance long enough to analyze it and correct any errors). When
suggesting changes in performance, give clear and specific instructions on how to do
it correctly.

Organizational and Teaching Skills. An organized and skilled instructor will
present materia in alogica progression that moves from simple to complex and will
make the best possible use of the time and materials available for training. In addition,
the instructor will vary teaching methods and styles to best suit the subject and the
students.

Class Management and Organizational Skills

In addition to your teaching responsibilities, you may have the responsibility of arranging
the physical set-up of the learning area, arranging equipment, and time management. The
physical arrangement of the learning area affects the ways students learn. Always take
time beforehand to ensure that everything isin order. Consider the following:

>

Make sure you are close enough that your students can hear you and you can hear
them. Proximity to studentsis also important to ensure that you can make good eye
contact.

Ensure that equipment and teaching aids are ready to go.

Ensure that you have allowed adequate time for the students to practice.

Ensure that you have allotted enough time so that al students may have the
opportunity to be checked for skill improvement.
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Handling Problem Situations

All trainers, even the most skilled and experienced ones, occasionally run into problem
situations. Problem situations are those in which learning is inhibited due to the behavior
of one or more of the learners. As stated previoudly, learning is most likely to take place
when the learners are actively involved and participating in the training process.
Frequently, the level of participation by individua learners will result in problem
gtuations. Itisonly natural that the amount of participation by learners will vary due to
variations in their personaities and learning styles. A problem situation occurs, however,
when learners participate too much or too little. If alearner istoo vocal, other learners
may be inhibited and therefore reluctant to fully participate in the training. Also, there
might not be enough time to complete al planned training activities. On the other hand, if
alearner istoo silent, valuable input islost. In addition, it is difficult to assess whether a
slent learner is actualy learning.

A good instructor must be sensitive to the possibility that the group may include cultures
other than her own, and a perceived disruptive behavior may, in fact, be a cultural
difference. Theinstructor must also be sensitive to personality/behavior disorders as well
as learning disabilities which may, in turn, result in disruptive behavior.

The instructor must constantly be mindful that there are many reasons why adult learners
may tend to disrupt or inhibit the learning process; i.e., the attitude of the learner (is he
being forced to be in the class?), personal distractions (worried about marriage problems,
children, aging parents, health problems), lack of self-esteem, struggle for power, etc.

Thetrainer is responsible for handling problem situations that negatively impact the
learning and, therefore, must take action to eliminate any barriersto learning or achieving
the learning objectives. There are three important considerations when handling problem
situations:

» Eliminate or minimize the problem behavior. Resolve the problem to the extent
necessary for learning to resume unhindered.

» Maintain the self-esteem of the student. Take care of the problem in away that
doesn’t reduce the self-esteem of the student exhibiting the problem behavior. This
enables the student to remain a part of the group and continue to learn. The
instructor could make the problem worse if the student’ s self-esteem is damaged.

» Avoid further disruption to learning. Preserve aclimate that is relaxed,
comfortable, and conducive to learning. Consider that the other students in the group
may become uncomfortable with the way the disruptive person is dealt with by the
instructor, or they may become irritated with the disruptive person.
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Techniques To Resolve Problem Situations

» Remain Emotionally Neutral. \When confronted with a problem situation, it is
important to remain as emotionally neutral as possible in order to identify the best
strategy for handling the situation. If you become too emotionally involved, you may
lose your perspective or objectivity regarding the problem and, therefore, not select
the best strategy to resolve the issue.

» Focusing. Be sure you have the attention of everyone in the group before you start
the class. Don’t attempt to teach over the people who are not paying attention.
Experienced instructors sometimes use silence very effectively. They will punctuate
their waiting by extending the silence 5 to 10 seconds after the group is completely
quiet. Then they begin the class using a quieter voice than normal. A soft-spoken
instructor often has a calmer, quieter group than one with a stronger voice. Students
tend to be quiet in order to hear what is being said.

» Direct Instruction. Uncertainty increases the level of excitement in aclass. The
technique of direct instruction isto begin each session by telling the group exactly
what will be happening by outlining what they will be doing.

» Circulate. Get up and move around the room, making eye contact with each
individual when talking. While students are working, move around and check on their
progress.

» Modeling. Thereisasaying that, “Values are caught, not taught.” Instructors who
are courteous, prompt, enthusiastic, in control, patient, and organized provide
examples for the students through their own behavior. The“Do as| say, not as| do”
instructors send mixed messages that confuse students and invite negative behavior
and feedback.

» Low-Profile Intervention. An effective instructor will make sure that the student is
not rewarded for negative behavior by becoming the focus of attention. The approach
should be inconspi cuous so that others are not distracted and the disruptive student is
not embarrassed. Even though confronting negative behavior during class is tempting,
it seldom proves to be successful. A more effective approach is to request the
student’ s time after class (or during a break). In a private setting, point out your
expectations of the student’s behavior and request a change. Allow the student to
respond with suggestions to improve the class. However, it may be likely that the
student will not be able to identify the reason for the behavior.
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» Assertive Discipline. Thisistraditiona limit-setting authoritarianism (one of the
most widely known and practiced forms). When executed properly, it should include
agood mix of praise. However, when executed improperly, the instructor becomes
the boss and no student has the right to interfere, which may result in a hostile
gituation. The instructor is more effective as a coach or facilitator, not an authority
figure. Remember to focus on the students; set aside your ego. The purpose of
training is to change behavior, not to make the presenter look good.

» Assertive I-Messages . |-Messages are statements that an instructor uses when
confronting a disruptive person. They are intended to be clear descriptions of what
the student is supposed to do. Y ou must focus the student’ s attention on the desired
behavior, not on the misbehavior. “I want youto...” or “I need youto...” or “I
expect youto ..."

The inexperienced instructor may incorrectly try: “I want you to stop ...” only to
discover that this usually triggers confrontation, defensiveness, and denial. The focus
is on the misbehavior (not on the desired behavior), and the student is quick to retort:
“1 wasn't doing anything!” or “It wasn’t my fault ...” or “Since when is there alaw
against ...”

» Humanistic I-Messages . These |-Messages are expressions of our feelings. These
should be structured in three parts. First, a description of the person’s behavior:
“When you talk while | talk ...” Second, the effect this behavior has on the instructor:
“... | haveto stop talking ...” And third, the feeling that it generates in the instructor:
“... which frustrates me.”

» Positive Discipline. Use expectationsinstead of rules. Let people know what is
positively expected, rather than what is negatively unacceptable. Make ample use of
praise. Acknowledge good behavior. This can be done verbally, of course, but it
doesn’'t have to be. A nod, asmile, or a“thumbs up” will reinforce the behavior.
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The Teaching Process

The guidelinesin this section are intended to help instructors develop lesson plans by
focusing on six steps:

1. Setting the Stage. Creating the motivation to learn is a valuable teaching technique.
A “set” (or setting the stage) is an introduction to alesson that helps the student focus
on and prepare for the new material. A set is most effective when it causes the
student to do something, recall a personal experience, become curious, or appreciate
the value of what is about to be learned.

2. Objectives. It iswidely agreed that people learn best and learn more when they know
what is expected of them at the outset. Expectations raise the students' level of
concern and attentiveness. Objectives must be appropriate in difficulty, essentia to
the discipline, and measurable and observable. Objectives should be stated up front to
help both the students and the instructor plan for what is ahead.

3. Methods: Guiding the Learning. A teaching method isaway of organizing and
presenting material in atraining program. The methods you select should allow you
to guide and manage the learning activities to reach a desired outcome. Instructors
should select methods that achieve objectives by involving al students, and the
diversity of students' needs and learning styles must be considered when matching
methods with objectives.

The selection of a method or combination of methods is determined primarily by the
nature of the material to be taught; however, other factors should aso be considered:

»  Factual and subjective information are best communicated by lecture and group
discussion.
»  Physical skills are best taught by demonstration and guided practice.

Teaching methods commonly used are outlined below:

a) Demonstration. A demonstration isapractica step-by-step performance by the
instructor of a process, procedure, or other activity with a detailed explanation
of each step. Demonstrations are essential when teaching physical skills and
should include a brief explanation of what is being shown, how it is being done,
and why it is done a certain way. Following the demonstration, students must
practice the skills while the instructor provides feedback that corrects or
reinforces their performance.
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b)

d)

f)

Role Playing. Role playing involves acting out a situation based on real life.
Selected students play chosen roles and act out an attitude or situation relevant
to hig’her job (e.g., the worker unconcerned with safety, the bossy supervisor,
the enthusiastic secretary). The action is spontaneous; there is no script or set
dialogue. Students react to a specific clear-cut problem or situation (provided by
the instructor) and to one another as the role playing progresses. Role playing is
an effective way for students to learn because they act out a situation physically
and experience the emotions and intellectual decisions involved.

Group Discussion. Group discussion is an effective method to use when there
is more than one correct answer for a given situation and is especially useful for
solving problems. Group discussion provides two-way communication, which
makes both the instructor and the students responsible for learning. The purpose
of agood discussion isto probe concepts or issues and give them depth. Group
discussion stimulates thinking, helps students recognize what they aready know,
permits pooling of ideas, develops understanding, and focuses on important
points to help students remember them.

Simulation. Simulation is similar to role playing; however, there are no specific
role assignments. Students break into small groups and pretend they are
responsible for solving a crisis, planning an important project, or performing a
skill. Simulation allows the students to react as if they were in a position to
make the decisions required to do the job. Simulation focuses a group’ s energies
on a particular task or concept.

Team Teaching. In team teaching, two or more individuals with different or
similar abilities and skills cooperate and share the responsibilities for planning,
teaching, and evaluating a training program. Team teachers share and learn from
each other, complementing each other’s styles. This sharing of responsibilities
lightens each trainer’ s load and exposes the students to two or more sets of skills
and levels of expertise in the subject matter.

Case Studies. Case studies aretypically used to alow studentsto test their
conception, procedures, and practices against areal-life situation. They help
increase the students' powers of observation, abilities to analyze, and problem-
solving skills. They cause the students to trandate vague principles and practices
into practical what-to-do’s and how-to-do’s. The case study should be awritten
description of areal or imaginary Situation. It may describe alabor or personnel
problem, operating problem, or incident appropriate to training that can be
analyzed and discussed by the students. The statement of the case study problem
or situation should be brief and ssimply worded and include definite instructions
about what needs to be resolved. It can be made believable by including
statements from individuals involved in the problem. The case study should
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involve decisions and actions and should not, necessarily, have an obvious
solution. After the students have had time to work the problem and arrive a a
solution, a discussion should be conducted.

g) Lecture. A lectureisatak or presentation atrainer gives on a particular
subject. A lecture does not involve immediate feedback to either the instructor
or the students and is a passive experience, which is why lectures do not always
teach even though the students may be listening. If you must lecture, organize
your material and present it briefly; otherwise, you will risk losing the interest of
your audience. Ten- to fifteen-minute lectures are most effective.

Another important teaching method is the proper use of questions and answers.
Used effectively, an instructor’ s questions can increase students' interest and
knowledge. A clever instructor will use both correct and incorrect answers as an
indication of how the students are learning. Questions also serve as a method of
getting the students’ attention and keeping them actively involved. When asking
questions, keep the following in mind:

»  Ask questions that have a specific purpose (i.e., generate discussion, emphasize a

particular point, stimulate thinking, seek information).

Ask questions that are clear and concise.

Ask questions that require participants to draw on their own experience.

Ask questions that emphasize one point only.

Ask questions that require definite answers.

Ask questions that are phrased to discourage guessing.

Ask questions that are related to the how and why of the subject.

Ask open-ended questions that require more than one level of learning to be

demonstrated. Begin with “what,” “why,” or “how.”

» Do not use a student’s name at the beginning of the questions. This allows the
other students to temporarily tune out.

»  Pause after asking each question to allow the students to think.

»  Build on answers or guide partially incorrect responses to the correct answer.

\4 \4 \4 v v v v

4. Practice and Feedback. Planningiscrucia in determining practice content and
schedule. Asthe instructor, you must determine beforehand what will be practiced
and how long. To assure greater retention, encourage students to do more than the
minimal amount. Return to and practice previoudy learned materia at intervals and
encourage students to practice on their own as time permits. It isimportant for you
to observe and give feedback to students as they practice new skills. Students need
two kinds of feedback: (1) what they did wrong and specific clarification and further
assistance on how to do it correctly, and (2) what they did right and how “doing it
right” pays off for them personally.
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5. Summary. The summary portion of the six steps in the teaching process provides the
opportunity for the students to remember and link together the skills and knowledge
that have been learned. The summary should restate the objectives and actively
involve the students. A summary does not have to be used only at the end of the
lesson. It can be used whenever you have covered sufficient ground or thereis aneed
to pause, organize the material, and reflect on it alittle. If you are teaching new,
technical, or difficult skills, you may want to summarize more frequently.

6. Evaluating/Testing Performance. The purpose of evaluating isto achieve a
performance-based training environment. Evaluation should check severa levels of
learning: information, comprehension, and application. After evaluation, allow ample
time to review the students' mistakes and provide information on how to correct
them. Immediate feedback is critical in order for the student to really learn.
Appropriate evaluation/testing methods include demonstration, written, oral, and
interview. Also, remember that evaluation should be an ongoing process during the
training session.

Note that if a student’s need for testing understanding is not satisfied, the student
may be frustrated because she isn’t sure she truly understands. In some cases, a
student may think she understands when she doesn’t. Thiswill be apparent when the
student attempts to practice a new concept or skill and doesn’t get the desired results.
If this happens, and you don’t catch it, the student may conclude that the idea or skill
has no value, and no true learning will take place.
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Appendix - Assessing Your Learning Style:
Auditory, Visual, or Kinesthetic

These statements will assist you in evauating your preferred learning style. If you agree
with the statement, mark the check box. If you do not agree with the statement, leave the
box empty.

Note:  Thisinstrument is adapted from Puzzled About Educating Special Needs
Students by the Wisconsin Center on Education and Work (1980).

r
”n
~e
>

People say you have terrible handwriting.

You don't like silent filmstrips, pantomimes, or charades.

Y ou would rather perform (or listen to) music than do (or view) art, and you would
rather listen to atape than look at a filmstrip.

Y ou sometimes leave out words when writing, or sometimes you get words or letters
backwards.

Y ou can spell out loud better than when you have to write it down.

Y ou remember things that you talked about in class much better than things that you
have read.

Y ou didlike copying materias from the blackboard or bulletin board.

You like jokes or riddles better than cartoons or crossword puzzles.

Y ou like games with lots of action or noises better than checkers or most other board
games.

Y ou understand better when you read aloud.

Sometimes you make math mistakes because you don't notice the sign or because you
read the numbers or directions wrong.

It seems like you are the last one to notice something new, e.g., that the classroom
was painted or that there is a new bulletin board display.

Map activities are just not your thing.

Y ou must struggle to keep neat notes and records.

Y ou must use your fingers as a pointer when you read.

Y ou hum frequently or whistle to yourself when you are working.

Sometimes your eyes bother you, but your eye test was normal, or, you have glasses,
which your eye doctor says are the right prescription for you.

Y ou hate to read from the computer, especialy when the backgrounds are busy.
Matching test questions are a problem to sort out (over and above not knowing some
of the answers).

Sometimes when you read you mix up words that ook similar (pill-pull, bale-hale).

v oY U U UU UOD OU U OOO
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List B

It seems like you always have to ask somebody to repeat what she just said.
Sometimes you may find yourself tuned out, staring out the window (maybe when you
were redlly trying to pay attention to something).

Often you know what you want to say, but you just can't think of the words.
Sometimes you may even be accused of talking with your hands or calling something
a“thing-amajig” or a“what-ya-call-it.”

Y ou have been in speech therapy some time previoudly (or currently).

Y ou may have trouble understanding a person who is talking to you when you are
unable to watch the person's face while ghe is speaking.

Y ou would rather receive directions in a demonstration format than in spoken form.
When you watch TV or listen to the radio, someone is always asking you to turn it
down.

Y our family saysthat you say "Huh?' too much.

Y ou would rather demonstrate how to do something than make a speech.

Spoken words that sound similar (bell-bill, pin-pen, Mary-marry) give you trouble.
Sometimes you can't tell them apart.

Y ou have trouble remembering things unless you write them down.

Y ou like board games such as checkers better than listening games.

Sometimes you make mistakes when speaking (like saying "He got expended from
school.").

You like art work better than music.

Y ou have to go over most of the alphabet in order to remember whether “M” comes
before “R.”

You like it better when someone shows you what to do rather than just telling you.
Y ou usually answer questions with a“yes’ or “no” rather than with complete
sentences.

You can do alot of things that are hard to explain with words (like fixing machines or
doing macrame).

Often you forget to give verbally received messages (such as tel gphone messages) to
people unless you write them down.

Y ou are always drawing little pictures on the edges of your papers, or doodling on
scratch paper.

(I

U
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Evaluation
If List A is much higher than List B, you generaly prefer the auditory style of learning. If

List B ismuch higher than List A, you generally prefer the visual style of learning. If both
Lists are high, you generally prefer the kinesthetic (touching and doing) style of learning.
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